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1) Task Order Title 

eBusiness Working Capital Fund Support Services for the Environmental Protection Agency (EPA), 

effective as of 01/31/2020.  

2) Background & Current Operations 

a) EPA's Working Capital Fund (WCF) was authorized pursuant to Section 403 of the Government 

Management Reform Act (GMRA) of 1994, Public Law 103-356 as one of six franchise fund pilots.  

Subsequent authorization contained in the EPA 1998 Appropriations Act, Public Law 105-65, 

established permanent WCF authority.  The EPA 1999 Appropriation Act, Public Law 105-276, 

added reimbursable authority to the WCF. 

b) The WCF was established at EPA in 1997.  It is centrally managed by the Office of Chief Financial 

Officer and offers a variety of administrative and support services to the Agency, with a goal of 

providing services at a reduced cost through economies of scale and consumer bargaining power.  

Services across the WCF portfolio are procured for the Agency from outside contractors through 

several single and multi-vendor contract vehicles. The services are then packaged into service 

offerings that are ordered and consumed by the Agency customers and are paid for through WCF 

by EPA’s Responsible Planning and Implementation Offices (RPIOs) and Regional Offices on the 

full cost-recovery basis. 

c) The successful contractor must have a complete understanding of how the EPA WCF operates and 

must be knowledgeable in all applicable Appropriation Acts and Public Laws referenced herein.  

Additionally, be well versed and experienced in the primary areas of customer engagement, 

business support operations, and operating the supporting eBusiness application as it relates to 

the overall operation of the WCF.  Customer engagement requires daily interaction with 

customers on service provisioning requirements and with other organizations that rely on access 

to accurate, update-to-date WCF information.  This requires an in-depth knowledge of WCF 

business operations as they relate to the EPA providing WCF services under a full-cost recovery 

model.  Business support operations include all WCF service ordering, invoicing and reporting as 

well as cyclical WCF support requirements related to government fiscal operations to include 

fiscal year budget and service consumption planning, start-up and close-out.  Finally, operations, 

maintenance, and development activities surrounding the EPA’s eBusiness WCF support 

application includes all activities to ensure that the application meets all government operating 

standards, security requirements, and operational authorities.  Understand how to support 
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changes required by evolving WCF support requirements and provide expertise in customer 

engagement and business operations (70%) are proportionately more important than eBusiness 

operations experience (30%) in the overall support of the EPA’s WCF. 

d) Current WCF clients include numerous EPA Headquarters offices, Regional offices, and other 

Federal agencies.  WCF Customers determine service requirements, plan and budget for WCF 

services, originate requests for WCF Services, monitor consumption of WCF services and provide 

feedback on WCF service quality. 

e) Current activities that reside within EPA's WCF are; Data Processing (DP), Background 

Investigations (BI), Continuity of Operations (COOP), Budget Formulation System (BFS), Core 

Financial & Administrative Services, (CFAS), Postage (PO), Facilities Alterations (FA), Innovative 

Fellowship (IF), OARM-Cincinnati VOIP, Operating Reserve, Regional IT Service and Support, and 

E-Relocation(ER).  It is anticipated that additional activities could be added to or removed from 

the fund in the future. 

f) The Agency's primary WCF operation is presently managed and supported in Research Triangle 

Park, NC via eBusiness, an EPA owned intranet hosted web-based application.  eBusiness is where 

Agency-wide users establish the necessary accounts needed to shop, order/cancel, monitor, and 

manage WCF products and services via an on-line catalog. eBusiness provides the means for WCF 

Activity Managers and Service/Product Managers to accurately provide and charge-back for WCF 

products and services.  eBusiness uses automated registrations, usage submissions, billing, and 

various reporting features to deliver, manage, and charge for WCF ordered activities across the 

WCF portfolio. 

g) The Office of Environmental Information (OEI), Office of Information Technology Operations 

(OITO), Service and Business Management Division (SBMD) current requirements include 

collection and analysis of service and product usage for the activities supported by WCF; creating 

WCF billing statements; assembling and formatting ad hoc reports, updating and maintaining WCF 

Applications and data, creating presentation materials, attending WCF meetings, computer data 

systems administration, WCF Service Management, and support for client registration processes 

and systems which include property, cost analysis, custom reporting, and quality assurance 

activities. 
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3) Objectives 

a) The objective of this task order is to obtain operational eBusiness support for EPA's OEI, OITO, 

and SBMD offices.  These services will consist of supporting the WCF activities as follows: 

i) Task Order & Program Management 

ii) Systems Development, Maintenance, and Operations Support 

iii) Data Management Support 

iv) Training Services and Support 

v) WCF Service Management 

4) Scope 

a) The purpose of this task order is to obtain contractor support for EPA's OITO organization.  The 

services of the OITO will consist of managing and reporting EPA WCF information supporting the 

WCF activities. 

b) The contractor shall provide services that consist of managing and reporting EPA WCF information 

supporting the WCF activities that conform to industry best practices to achieve the Task Order 

Objectives listed herein. These services shall meet or exceed the Quality and Service Levels as 

herein.   

c) Under a resulting Task Order, the EPA objectives and requirements defined herein fit within the 

scope of the following task areas from the CIO-SP3 SB Government-Wide Acquisition Contract 

(GWAC) from National Institutes of Health Information Technology Acquisition and Assessment 

Center (NITAAC): 

i) Task Area 5:  IT Operations and Maintenance 

ii) Task Area 10:  Software Development 

5) General and Specific Tasks 

a) General Tasks 

i) Management:  Under this task the contract program manager shall oversee all task order 

functions related to staffing, planning, scheduling, closeout, etc. for the contract and each 

task assignment. 

ii) Systems Development, Maintenance, and Operations: Under this task the contractor shall 

conduct systems development in accordance with the appropriate Capability Material 

Module (CMM) requirements depending on the nature of the application.  This shall include 

a full range of: 
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(1) Development activities: requirements analysis, systems analysis/design, code 

development, integration of hardware and software (COTS modules), test data 

development, systems testing, system documentation, and system installation and 

operations instructions.  

(2) Maintain or modify existing WCF support systems.  

(3) Provide implementation/installation and operations support to include the following: 

implementation support during transition from development to production status, 

provide platform and operate application at customer’s site, support customer 

acceptance testing, and support environmental management systems.  

(4) Provide Independent Verification and Validation Services for systems not developed 

under this contract including: compliance with EPA/partner standards reviews, code 

reviews, generation of test data, execution of systems modules, and publication of test 

results. 

iii) Data Management Support:  Under this task the contractor shall provide data management 

services that enhance the EPA's ability to share data among EPA offices and its partners. These 

services may include the development and maintenance of data models and dictionaries; data 

conversion; creation, implementation, and maintenance of Agency, national, and 

international data standards; database administration; design and preparation of data coding 

schemes, maintenance of code sets design of quality assurance methods, metadata and 

content management; data mining, and evaluation of new data management technologies. 

iv) Training:  Under this task the contractor shall plan, prepare, provide and evaluate training 

associated with the systems engineering efforts and applications. This may include planning 

courses and seminars; arranging conferences; preparing draft and final training materials and 

products; preparing and disseminating training schedules; obtaining required training 

supplies; and providing all necessary training-related equipment and services at the customer 

designated training site. 

v) WCF Service Management: Under this task the contractor shall act as a customer liaison 

between the OITO technical staff performing the work and the WCF client community, 

communication and coordinate Service Management activities, develop and maintain service 

catalog and other WCF activity documentation in eBusiness, prepare workload files, generate 

reports for OITO staff and management, prepare required information to deliver the 

Quarterly Service Reviews (QSR), and assist WCF customers with resolving customer 
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complaints and billings disputes.  The contractor shall focus on improving service 

management delivery by focusing on efficiency through automation.  Lastly, the contractor 

shall support WCF enhancements to include the communication, marketing, and delivery 

strategy of new WCF processes and products to be delivered to the WCF customers. 

vi) General Business Requirements: The contractor shall adhere to all applicable EPA, OEI, OITO, 

SBMD, and Agency WCF policies, procedures, directives, and standards. 

vii) Access (physical and logical) Requirements for Contractors: All contractor personnel 

participating in the design, development, operation, and/or maintenance of EPA 

systems/applications, or having access to sensitive information are required to have an 

appropriate level of background screening.  The contractor must follow the procedures to 

obtain local access badges and/or EPA Personnel Access and Security System (EPASS) badges.  

The sensitivity of each position will be determined by the Contracting Officer Representative 

(COR) and identified in the Statement of Work (SOW) for each Task Order. The Contractor's 

Information Security Office (ISO) shall review all SF 85, for Public Trust positions or SF 86, 

National Security Positions for accuracy and completeness and deliver these form(s) to EPA's 

Technical Information Security Staff, OTOP, OEI within 10 workdays after award of the TO or 

change in personnel. The contractor shall identify those individuals with a change in status (i. 

e., transferred, terminated, resigned, etc., within 10 workdays to the COR. Work cannot begin 

on a contract requiring unescorted physical access to an EPA- controlled office or facility to 

include EPA network access until after the contractor employee investigation process has 

been initiated. 

viii) System Security Requirements:  The contractor shall conduct risk assessments(including 

electronic risk assessments), privacy threshold assessments, privacy impact assessments (as 

required), develop security plans (e. g., facility and individual systems/applications), conduct 

certification and accreditation, implement continuous monitoring of security controls, 

conduct annual reviews of security controls, develop Plans of Action and Milestones 

(POA&Ms) as required for their applicable systems and services, and implement IRM-related 

data and physical security procedures. Risk assessments and security procedures shall 

conform to Agency and Federal regulations, policies, directives, standards and procedures.  

(1) The contractor shall correct weaknesses discovered through self-assessments, reviews, 

Independent Verification and Validation (IV&V) activities, audits, and other independent 

assessments. Any weaknesses shall be reflected in an Agency approved database for 
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POA&Ms.  SAS 70 assessments shall not suffice for independent reviews unless they 

conform to all requirements of FISMA and review and testing of security plan controls. 

The contractor shall be responsible for specific security aspects for the various subtasks 

of this contract.  This support includes the following: 

(a) Complete Security Certification; Security Accreditations as directed by the EPA. 

(b) Create and update security plans as directed by the EPA. 

(c) Create/update the required Authority to Operate (ATO) and Authority to Test (ATT) 

documentation as directed by EPA. 

(d) Support day-to-day management and oversight for assigned systems security 

operations. 

(e) Provide regular security status reports for engineering and change control boards. 

ix) Coordination and Cross Functional Oversight: Coordination and communication across ITS 

EPA III tasks and task orders is paramount. Interfaces include, but are not limited to, OITO 

Divisional Management, Deployment Team(s), Hosting Team, End User Team(s), Security 

Team, Business Intelligence and Analytics Center (BIAC), Customers, Service Providers, Agency 

Teams, and other technology experts required to deliver the OITO services to Agency 

Customers. The contractor shall continuously coordinate and communicate across tasks, task 

orders, and, when necessary, other contracts to meet WCF objectives. 

x) Key Personnel: The contractor shall provide Key Personnel with the necessary education, 

technical knowledge, and expertise for the successful completion of the tasks outlined herein.  

The positions that require Key Personnel for the performance of this contract include: 

Program Manager, Assistant Program Manager, and Application Development Manager. 

xi) Management Controls:  The EPA has determined that activities to be performed under this 

contract meet the definition of advisory and assistance and/or vulnerable services and, as 

such, additional management controls have been added as follows to ensure no activity is 

performed or products released without prior review and approval by the CO or COR, as 

appropriate: 

(1) All clarification and technical discussion between the COR and the contractor shall be 

documented with email and/or other written correspondence within five (5) working 

days. 
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(2) Any time before or during performance an actual or potential conflict of interest between this 

requirement and the contractor’s prior and current work and/or clients is identified, the conflict 

shall be communicated to the Contracting Officer immediately. 

(3) Any documents (i.e., manuals, training materials) to be released to EPA employees shall be 

reviewed by the EPA COR prior to release. 

(4) All documents or reports produced by the contractor shall be marked with contractor insignia. 

b) Specific Performance Work Statement Tasks: 

i) Task Order Management 

(1) Task Description: 

(a) The contractor manages and reports on the status of the task order.  The Contractor 

shall furnish monthly a technical and a financial progress report. The reports are due 

on the 10th day of the following month.  The Technical Progress Report shall give a 

general outline of the effort, with current status of each task. Specific verbal 

discussions shall include any difficulties encountered and the remedial action taken 

during the reporting period. One copy of this report shall be submitted to the Task 

Order Contract Officer Representative. The Financial Progress Report shall show the 

percentage or status of Work completed, and corresponding total dollar amount 

expended to date within all categories employed in the performance of the Task 

Order during the reporting period. One copy of this report shall be submitted to the 

Task Order Contract Officer Representative. 

(b) Each week the Contractor shall provide the TOCOR a brief (1 hour) review of WCF 

operations ("WCF Weekly Review") (Deliverable 4.1.3). 

(c) The Contractor shall provide support in the areas shown below, and report their 

progress and status utilizing the monthly report: 

(i) The Contractor shall provide support for WCF Board meetings where WCF 

Services and associated rates, capital purchases, and other issues are reviewed 

and approved prior to submission to the Chief Financial Officer (CFO).  The 

Contractor shall be involved in a support role only, and deliverables will be 

specified by the task order COR through written technical direction.  It is 

anticipated that four annual Board meetings will be supported.  The WCF Board 

meetings are usually held either in RTP or the DC area. 
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(ii) The Contractor shall participate in other WCF workshops and/or meetings as 

designated by the task order COR, both in Research Triangle Park, NC and offsite 

CONUS locations that may include Washington, DC and other EPA Regional 

offices.  It is anticipated that eight (8) meetings in Washington, DC with contractor 

attendees and attendance at one other conference may be required. 

(d) The Contractor shall assemble and update a "WCF Business Office Configuration 

Status" report (Deliverable 4.1.4) annually, or as directed by the task order COR that 

lists all contractor WCF Business Office hardware and software including location, 

serial numbers, models, EPA Tag numbers, vendors, version numbers, internal 

configurations, and storage capacities.  The contractor shall use the vendor’s item 

description.  The Contractor shall list one (1) item per record. 

(e) The Contractor shall complete the automated security evaluation utilizing “the 

Automated Security Self Evaluation Remediation Tool (ASSERT)” as directed by the 

TOCOR through written technical direction. 

(f) The Contractor shall update the WCF Security Plan deliverable annually (Deliverable 

4.1.5 and 4.1.6) that verifies compliance with Federal and EPA policies, procedures, 

and guidance for safeguarding the WCF support systems, hardware, software, and 

databases that are maintained under this task order.  The Office of Environmental 

Information (OEI) includes eBusiness on its "INVENTORY OF SYSTEMS", but it is not 

considered an "EPA Mission Critical System." No Confidential Business Information 

(CBI) as defined under TSCA, or other sensitive data is processed or housed within 

eBusiness. 

(g) The Contractor shall update and implement standard operating procedures (SOPs) 

(Deliverable 4.1.7 and 4.1.8) that provide guidance for WCF operations activities and 

the maintenance of WCF computer systems.  The Contractor shall prepare and deliver 

to EPA the document titled "WCF Standard Operating Procedures". 

(2) Deliverables: 

(a) Deliverables will be reviewed and accepted based upon content, format, accuracy, 

and completeness. 
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(i) Deliverables: 

 

ii) WCF System Development, Maintenance, and Operations 

(1) Task Description: 

1. The Contractor shall provide the labor, tools, supervision, materials, parts, 

equipment (if not provided by the Government), user documents, and 

transportation to operate and train users of the WCF computer systems 

hardware and software during normal business hours. 

2. In accordance with approved WCF Operational Procedures the Contractor 

shall test, install, maintain, upgrade, and administer WCF support systems 

and all operating systems and third-party applications software required to 

support WCF operations, and ensure that current, stable versions of the 

software are utilized with up-to-date maintenance applied. 

3. The Contractor shall meet requirements listed in the following areas shown 

below:  

a. H/W and S/W availability; 

b. Access Control List (ACL);  

c. Time Sharing Services Management System (TSSM);  

d. WCF Admin; and  

 DELIVERABLE DUE DATE 

4.1.1 Monthly Technical Status Reports 10th day of the following month 

4.1.2 Monthly Financial Status Reports 10th day of the following month 

4.1.3 WCF Weekly Review Minutes Two (2) business days following meeting 

4.1.4 WCF Business Office Configuration 
Status Report 

Annually, Nov 15 and upon written request 
from COR 

4.1.5 WCF Operations Security Plan – Draft Annually, Jan 31 

4.1.6 WCF Operations Security Plan – Final 14 Calendar days following receipt of EPA 
comments. 

4.1.7 WCF Operations Procedures – Draft Annually, Mar 31 

4.1.8 WCF Operations Procedures – Final 14 Calendar days following receipt of EPA 
comments. 
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e. Change Control Board Support (CCB) and report their progress and status 

utilizing the "WCF Operations Monthly Report". The report shall include 

the individuals with access and their level of access (e.g., read-only, read-

write).  Access changes (add and deletes) shall be approved by the task 

order COR. The Contractor shall utilize the standard operational 

procedure for periodically reviewing and refreshing the Access Control 

List (ACL) for the WCF file server(s), with the goal of ensuring that a 

minimum of individuals have write access.  The report shall address the 

following: 

i. Maintain 99% availability of GFE hardware and software for 

production processes.  In addition, the contractor shall comply with 

Federal and EPA policies, procedures, and guidance for computer 

security in accordance with the approved Security Plan and contract 

requirements. 

ii. The Contractor shall assemble and update quarterly the deliverable 

"ACCESS CONTROL LIST (ACL)" (Deliverable 4.2.1) that includes the 

following resources: 

iii. Server - Access to servers that host WCF data 

iv. Database - Direct database access to Oracle databases that host WCF 

data 

v. Other - Group email accounts (e.g. Support WCF, eBusiness Support) 

4. EPA's "Time Sharing Services Management System" (TSSMS) also known as 

UARS is a central registry of authorized users for Agency IBM, UNIX, and other 

computer resources.  The TSSMS databases link user information to projects, 

computer hardware, and accounting information.  The Contractor shall 

provide a list of TSSMS User-ID's for Contractor staff that require access to 

EPA's Systems (e.g. Financial Management System, eBusiness databases, 

Oracle Databases, UNIX systems, and etc.). (Deliverable 4.2.2) 

5. The contractor shall provide administrative support and perform overall 

administration to the WCF Support eBusiness System in accordance with 

approved standard operating procedures. This includes such tasks as: 1) 

establishing users; 2) scheduling jobs; 3) develop, test, implement and 
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maintain computer system interfaces; 4) plan and schedule interfaces with 

other systems; 5) server administration via cold fusion databases and/or 

others; 6) data maintenance for services and; 7) other reference data. 

6. The contractor shall provide support to the eBusiness Configuration Control 

Board (CCB).  Support shall include, but not be limited to the following tasks: 

a. Provide CCB with Secretarial support duties as specified in the CCB 

Charter. 

b. Provide CCB Technical Evaluation Advisory support as specified in the CCB 

Charter. 

(2) Deliverables: 

(a) Deliverables will be reviewed and accepted based upon content, format, accuracy, 

and completeness. 

(i) Deliverables: 

 DELIVERABLE DUE DATE 

4.2.1 Access Control List 10th day of the following month 
4.2.2 TSSMS User-Id’s 10th day of the following month 
4.2.3 CCB Meeting Minutes Two (2) business days following meeting 

iii) WCF Monthly Operations Cycle and Data Management Support 

(1) Task Description 

(a) The centerpiece of WCF Business Office operations is the assembly and publication of 

a monthly billing statement.  This billing statement provides summary and detail data 

in order for customers to review and monitor their consumption of WCF services.  

Usage records from each WCF service are gathered from WCF Activity Managers (e.g., 

Data Processing, Postage, etc., and any other Activity added in the future) to support 

the production of a WCF monthly billing statement and associated accounting files 

for upload to the EPA Financial System.  Over 200,000 usage records are processed 

each month that are matched against approximately 750+ customer accounts to 

produce the monthly billing statement.  The granularity of usage input varies widely, 

from a single monthly record to monthly subscriptions to 22,000+ email records per 

month. 

(b) Usage data is obtained from two sources: 

(i) Contractor generated from eBusiness data 
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(ii) Usage submitted by WCF Service Managers 

(c) The Contractor shall generate usage files from eBusiness for services as directed by 

the task order COR.  Typically, these services are subscription based. The Contractor 

shall review, analyze, and validate usage and account data for both the contractor 

generated and service manager provided data. The contractor shall generate the 

usage reporting matrix (Deliverable 4.3.1) to identify issues and communicate status 

to the COR for each billing cycle.  For the service manager submitted usage inputs, 

the contractor shall assist in the resolution of errors.  Following the COR’s approval of 

the usage matrix report the contractor shall begin processing the WCF Monthly Billing 

Statement (Deliverable 4.3.2) in accordance with WCF standard operating 

procedures. The Billing Statement shall be completed by COB the fifteenth of the 

month (or next workday) utilizing the usage inputs approved in deliverable 4.3.1. This 

turnaround time is dependent upon timely receipt of accurate usage data from the 

activities and may be delayed by direction of the COR to meet quality assurance 

requirements.  The contractor shall prepare and deliver to OCFO after COR approval 

of a billing run an accounts receivable file (Deliverable 4.3.3) containing service 

agreement and amount billed and a revenue file (Deliverable 4.3.4) containing service 

code and actual charges. An additional revenue file containing service code and 

revenue accruals will also be delivered when appropriate.  The contractor may also 

be required to create formatted journal entries (e.g. revenue and/or cost accruals) 

that are provided by the OTOP accounting staff for posting to the EPA Financial 

System. (Deliverable 4.3.5)  Earlier FY adjustment billing runs shall be processed until 

all service agreements for that year are closed by EPA's Office of Chief Financial 

Officer (OCFO).  The contractor shall assist the COR in the logging, tracking, reviewing, 

analyzing, and reporting billing disputes until resolution.  The contractor shall 

maintain an up-to-date billing disputes status report for review during the weekly 

status review meeting.  The contractor shall initialize the processing environment 

annually for WCF and maintain backwards compatibility for processing previous Fiscal 

Year adjustments. 

(d) The Contractor shall provide user support and monitor the group email boxes.  This 

effort may include additional support items such as: 

(i) Assisting users to understand WCF procedures and support systems 
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(ii) Assisting customers with creating orders 

(iii) Assisting customers with processing or canceling orders 

(iv) Creating registrations (may include processing bulk data files) 

(v) Billing analysis 

(vi) Resetting passwords 

(vii) Initializing products 

(viii) Compiling  frequently asked questions listing for publication 

(e) The Contractor shall provide reports for senior EPA management to assist in the 

overall management of the WCF fund.  The contractor shall also produce detail 

reports for use by the accounting staff to monitor the health of the fund.  The 

contractor shall obtain and maintain the capability to query appropriate support 

systems containing WCF data to accomplish these tasks.  The reports and data 

analyses will be produced in various formats (including, data files, graphs, charts, PDF, 

Excel, and/or PowerPoint).  The data reports may include but not be limited to: 

(i) Cost vs revenue 

(ii) Capital Assets 

(iii) Liabilities 

(iv) Net Receivables 

(v) Status reports 

(vi) Stop light charts (Red/Yellow/Green) reports 

(vii) Budget vs expense 

(viii) Overhead cost reports 

(ix) Direct cost reports 

(x) Indirect cost reports 

(xi) Plan vs actual 

(f) The management reports will be produced from existing WCF data sources and 

delivered following written technical direction by the COR, or CO.  The report 

frequency may be a one time deliverable or may require multiple deliverables based 

on technical direction. (Deliverable 4.3.6) It is anticipated that twenty-four (24) 

reports will be required annually.  The contractor shall provide ad hoc analyses, 

reports, data extracts, and presentation materials ("OITO WCF Ad Hoc Reports") 

(Deliverable 4.3.7) drawn from existing WCF data sources within three (3) business 
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days from receipt of written technical direction by the COR, or CO.  It is estimated 

that two hundred and fifty (250) ad hoc research items will be required annually.  The 

contractor shall assemble and update the WCF service attributes listing annually or as 

required.  The attributes listing will include the Division, the Capture system, the 

Registration system, Service Title, Decimal Limit, Annualization Method, and other 

data elements as required by the COR. (Deliverable 4.3.9) The contractor shall 

prepare a historical rate comparison report, comparing rates for all Data Processing 

services (or any other Service as requested by the COR) going back a minimum of five 

years.  This comparison should be delivered within the first quarter of the fiscal year. 

(Deliverable 4.3.10)  

(g) The contractor shall collect, report, and maintain data for planning purposes 

providing custom reports that facilitate obtaining certified data. (Deliverable 4.3.11) 

The contractor shall utilize historical data to prepare usage estimates for each service 

that can be reviewed and updated by the service managers and customers.  Each 

baseline should be maintained in a master database.  This process is the eBusiness 

web enabled solution. The contractor will provide support during the operational 

year.  This includes providing special data analysis and reports. This may include: 

(i) eBusiness Account listings 

(ii) Custom reports 

(iii) Reconciling WCF codes with the EPA’s Financial System 

(iv) Converting raw data files 

(h) The contractor shall perform periodic reconciliation between various data sources. 

(Deliverable 4.3.11) This may include: 

(i) Confirm acceptance of Accounts Receivables data files posted to the EPA’s 

Financial System 

(ii) Confirm acceptance of Actual & Accrual Revenue data files posted to the EPA’s 

Financial System 

(iii) Reconcile MO vs IG transactions in EPA’s Financial System 

(iv) Reconcile sub-systems (e.g. Domino, TSSMS) data sources to eBusiness 

(i) It is estimated that Fifty (50) reconciliation reports will be required annually.  The 

contractor shall support end of year financial or security audit by providing special 

data analysis and reports. The contractor shall develop and maintain business process 
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documents for all WCF services in the primary activities such as:  Data Processing, 

Postage, Financial reporting, and eRelocations (Deliverable 4.3.12).  Other services 

may be added in the future.  The document should contain the end-to-end processes 

for each individual WCF service.  The contractor shall prepare a project plan that 

documents the procedure to obtain and document business process data for WCF 

services.  This plan will also document the procedure to ensure the business process 

is accurate and complete. 

(2) Deliverables: 

(a) Deliverables will be reviewed and accepted based upon content, format, accuracy, 

and completeness. 

(i) Deliverables: 

 DELIVERABLE DUE DATE 

4.3.1 Usage Reporting Matrix reports Monthly 

4.3.2 Monthly Billing Statement Fifteenth (15) of the month or three (3) business days 
following the COR approval of deliverable 3.1  

4.3.3 Accounts Receivable file Three (3) business days following delivery of 3.2 and 
upon written request from COR 

4.3.4 Revenue file Three (3) business days following delivery of 3.2 and 
upon written request from COR 

4.3.5 Other Formatted Accounting Data Files Upon written request from COR 

4.3.6 WCF Management Reports Upon written request from COR 

4.3.7 WCF Ad-Hoc Reports  Upon written request from COR 

4.3.8 WCF Service Attributes Listing Annually, in accordance with planning schedule 
provided by the COR and upon written request from the 
COR thereafter.  

4.3.9 Historical Five Year Rate Comparison Report End of 1st quarter annually 

4.3.10 Annual Planning Reports Annually, in accordance with planning schedule 
provided by the COR and upon written request from the 
COR. 

4.3.11 Reconciliation Reports  Upon written request from COR 

4.3.12 WCF Service Business Process Definitions 
Document  

December 31 each year for previous Fiscal year 
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iv) Training 

(1) Task Description 

(a) The contractor shall conduct training sessions for WCF users on eBusiness and related 

WCF topics.  This may include some or all of the following tasks: 

(i) Preparing Training Presentations and handouts 

(ii) Scheduling attendees 

(iii) Reserving training rooms 

(iv) Establishing a training processing environment 

(v) Conduct training and analyze training surveys and publish results 

(b) The contractor shall conduct training sessions as designated by the task order COR, 

both in Research Triangle Park, NC and offsite CONUS locations that may include 

Washington, DC and other EPA Regional offices.  It is anticipated that six (6) training 

events will be held annually. 

(2) Deliverables: 

(a) Deliverables will be reviewed and accepted based upon content, format, accuracy, 

and completeness. 

(i) Deliverables: 

 DELIVERABLE DUE DATE 

4.4.1 Training Presentation – Draft Three (3) business days prior to scheduled training  

4.4.2 Training Presentation – Final  One (1) business days following receipt of EPA 
comments. 

4.4.3 Training Survey Results 14 business day following each training event. 

v) WCF Service Management 

(1) Task Description 

(a) The contractor shall act as a customer liaison between the OITO technical staff 

performing the work and the WCF client community.  The contractor shall 

communicate and coordinate Service Management activities, develop and maintain 

service catalog and other WCF activity documentation in eBusiness. 

(b) The contractor shall at minimum: 

(i) Prepare workload files 

(ii) Generate reports for OITO staff and management 
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(iii) Prepare required information to deliver the Quarterly Service Reviews (QSR) 

(iv) Assist WCF customers with resolving customer complaints and billings disputes 

(v) Focus on improving service management delivery by focusing on efficiency 

through automation. 

(vi) Support WCF enhancements to include the communication, marketing, and 

delivery strategy of new WCF processes and products to be delivered to the WCF 

customers. 

vi) Task Order Closeout and Transition 

(1) Task Description 

(a) The contractor shall provide for orderly close-out of the task order at the end of the 

period of performance.  The contractor shall develop during the final option period a 

Task Order Transition Plan outlining the steps for an orderly transition to a new 

contract vehicle.  The Task Order Transition Plan shall address, at a minimum, 

activities in the following areas: 

(i) Task Order Documentation Inventory.  The contractor shall conduct a physical 

inventory of the project and team libraries for systems documents, life cycle 

documents, and other documentation (e.g., third party software).  Upon creation 

of the inventory, the contractor shall reconcile inventoried documentation with 

that listed in the PWS (if applicable), review the status of all products, arrange for 

the return of needed documentation and disposal of all unwanted 

documentation, and confirm the format in which documentation shall be 

delivered to the EPA. 

(ii) Security.  The contractor shall perform the necessary activities to ensure a secure 

transition to a new contract/contractor.  These activities include, but are not 

limited to: 

1. Provide a list of all EPA computer accounts along with names of contractor 

employees with account access under the task order. 

2. Document any additional security procedures needed for, or involved in, ITS-

ESE applications, databases, etcetera, e.g., library accesses or tables. 

3. Ensure that any EPA badges, PUC cards, and EPA equipment held by 

contractor staff are returned to EPA. 

4. Discuss security issues with NEISEC Information Security Officer. 
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5. Determine if debriefings on Privacy Act information or other sensitive 

information are appropriate for the task order. 

(iii) Project Training.  A major factor in the successful transition of the task order to 

EPA and/or the designated contractor is training.  To facilitate training, the 

contractor shall develop a Training Plan identifying specific training sessions, 

objectives, curriculum, and the appropriate documentation to be provided.  Upon 

request from EPA, the contractor shall conduct the transition training sessions. 

(iv) Transition Schedule.  The contractor shall monitor Transition activities and 

schedules to ensure completion within the transition period.  The contractor shall 

identify any potential conflicts that impact successful transition and notify the 

task order COR when conflicts are identified. 

(2) Deliverables: 

(a) Deliverables will be reviewed and accepted based upon content, format, accuracy, 

and completeness. 

 DELIVERABLE DUE DATE 

4.5.1 Transition Plan Thirty (30) business days after receipt of closeout 
notification  

vii) Reporting Requirements/Deliverables 

(1) See deliverables listed under each Task Order Management Section: format to be 

approved by COR. 

viii) Other Requirements 

(1) Guidelines/Standards:  The contractor will be provided copies (or access) to the latest 

versions of the following applicable documents: 

(a) EPA ADP System Design and Development Guidance, 4 volumes and 2 supplements 

(b) EPA Common User Interface Standards (Draft) 

(c) EPA Information Technology Roadmap 

(d) EPA IRM Policy Manual 

(e) NCC Policy Manual 

(f) EPA Hardware and Software Standards 

(g) Revised OMB Circular A-130, Appendix III 

(h) EPA Information Security Manual 
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(i) NIST User Guide for Developing and Evaluating Security Plans for unclassified Federal 

Automated Information Systems (Draft) 

(j) Other requested documents deemed necessary by the task order COR 

6) Quality Assurance Surveillance Plan (QASP)/Service Level Agreement and Performance Criteria 
a) The requirements contained herein this PWS are considered performance-based, focusing on the 

Agency’s desired results and outcomes.  The contractor shall be responsible for determining the 

most effective means by which these requirements will be fulfilled.  The Government defines the 

desired outcome and, in turn, the contractor proposes the most efficient methods to achieve 

results that fulfill the desired outcome. Typical areas that are measured include cost control, 

timeliness, and completeness of deliverables, problem resolution, business relations, quality of 

work performed, and whether or not the deliverables assist the Agency in meeting its objectives 

and goals as identified in this task order.  The Agency will monitor the contractor’s performance 

in accordance with the Quality Assurance Surveillance Plan (QASP) and the below SLA acceptance 

criteria. 

Desired Outputs Required Services Performance 
Indicator 

Monitoring 
Method 

Incentives Positive and Negative 

1. Maintain eBusiness 
availability (up and 
running). 

 

Value = $150,000 

Semi-annually 

eBusiness should be 
available for use by 
all EPA employees 
during normal 
business hours of 
Monday to Friday 
6:00 a.m. to 9:00 
p.m. EST 

Maintain 99% 
availability of GFE 
hardware and 
software for 
production processes 

Random 
inspection every 
6 months by 
COR 

When performance is above the 
standard, the contractor will 
earn 4% of the value specified.  
When performance is below the 
standard, 6% of the value 
specified will be assessed 
against the contractor. 

 

See Note Below 

2.  Manage 
Deliverables 

 

Value = $150,000 

Semi-annually 

Provide accurate 
Reports as follows: 
Monthly Technical 
and Financial 
Reports, Weekly 
review minutes, 
Business Office 
Configuration Status, 
WCF Operations 
Security Plan and 
WCF operations 
Procedures 

98% of designated 
projects are 
completed on time 
and within budget 

Random review 
by COR every 6 
months 

 

 

When performance is above the 
standard, the contractor will 
earn 4% of the value specified.  
When performance is below the 
standard, 6% of the value 
specified will be assessed 
against the contractor. 

 

See Note Below 
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b) NOTE: Each semi-annual incentive, positive or negative will be accumulated in a pool. At the end 

of the contract year, this pool will be assessed and if the amount in the pool is positive, the 

contractor will be paid the accumulated pool amount. If the amount is negative, the negative 

amount in the pool will be withheld in a subsequent voucher. 

7) Contract Type 

a) EPA Contemplates a hybrid Task Order consisting of Firm Fixed Price (FFP) for specific tasks 

identified and Time and Materials (T&M) for specific tasks identified. 

8) Place of Performance 

a) All work is to be performed at the following locations: 

i) Contractor’s offsite location no more than 30 miles from the EPA, RTP NC facility. 

ii) Federal Government Site at EPA’s Campus in the Research Triangle Park, NC.   

iii) Under the task order, the COR may direct that certain services be required to be performed 

off site. 

9) Period of Performance 

a) Base Period (12 months) – Established at the time of Award 

b) Option Period 1 (12 months) (if exercised) - From the date of Option 1 Exercise 

c) Option Period 2 (12 months) (if exercised) - From the date of Option 2 Exercise 

d) Option to Extend/Transition Period (6 months) (if exercised) - From the date of Extend/Transition 

Period Exercise 

10) Deliverables/Delivery Schedule 

a) Deliverables and applicable Delivery Schedules are specified above in the General and Specific 

Tasks section. 

11) Security 

a) Comply with Security Requirements in EPA EPAAG 4.13.1 & 4.13.1-A. 

b) EPA has the right to restrict and control access to its facilities, property, and data, including those 

identified in a resulting Task Order.  The contractor shall ensure all contractor employees 

complete the following requirements before starting work on the Task Order: 

i) Submit all forms required for initiation of a background investigation 

ii) Complete the required Computer Security Awareness Training 

iii) Sign the EPA Non-Disclosure Agreement 

c) EPA’s exercise of its right to grant and revoke the access of certain individuals to its facilities, or 

parts thereof, shall not constitute a breach or change to the Task Order. 



CIO-SP3 – NITAAC Performance Work Statement (PWS) 

21 
 

12) Government Furnished Equipment (GFE)/ Government Furnished Information (GFI) 

a) The Government shall provide the contractor the use of EPA-provided Government Furnished 

Property and Government Furnished Information (H.2 and H.3 respectively) for task/work 

assignments and contract deliverables, and eBusiness for WCF order processing, reporting, 

workload, and other requirements as needed under this task order. 

13) Packaging, Packing, and Shipping Instructions 

a) The contractor shall ensure that all items are preserved, packaged, packed, and marked in 

accordance with best commercial practices to meet the packing requirements of the carrier and 

to ensure safe and timely deliver to the intended destination. All data and correspondence 

submitted shall reference: 

i) The CIO-SP3 Task Order Authorization Number 

ii) The NITAAC Tracking Number 

iii) The government end user agency 

iv) The name of the COR 

b) Containers shall be clearly marked as follows: 

i) Name of contractor 

ii) The CIO-SP3 Task Order Authorization Number 

iii) The NITAAC Tracking Number 

iv) Description of items contained therein 

v) Consignee(s) name and address 

14) Inspection and Acceptance 

a) All deliverables will be inspected for content, completeness, and accuracy and conformance to 

Task Order requirements by the COR. Inspection may include validation of information or 

software through the use of automated tools and/or testing of the deliverables, as specified in 

the Task Order.   The scope and nature of these tests will be sufficiently comprehensive to ensure 

the completeness, quality, and adequacy of all deliverables.  The government requires a period 

not to exceed thirty (30) days after receipt of final deliverable items for inspection and acceptance 

or rejection, unless otherwise specified in the Task Order.   

b) Final inspection and acceptance of all work performed, reports, and other deliverables will be 

performed at the place of delivery. 

c) During the transition period, the contractor shall collaborate with the COR to develop a Quality 

Assurance Surveillance Plan. 
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15) Accounting and Appropriation Data 

a) The resulting Task Order will be funded incrementally over the period of performance.   

b) Upon award, funds will be available to fund the base period. 

c) The EPA standard funding document is the procurement requisition. 

16) Other Pertinent Information or Special Considerations 

a) Communications 

i) All written communications, memorandums, messages, notes, and plans for this task order 

shall be delivered in an industry standard format such as a Microsoft Office program, PDF or 

ASCII text file format.  Delivery methods include but are not limited to electronic mail and 

flash drive.  Other acceptable formats will be approved/directed through written technical 

direction by the EPA Task Order Contract Officer Representative (COR). 

ii) Electronic mail provides a date/time stamp for logging deliverables, and the userid/password 

required to send an email authenticates the identity of the originator.  File formats for 

published deliverables can include Microsoft Office, Adobe, HTML, and dBASE.  The 

Contractor shall follow Federal and EPA Records Management requirements including the use 

of ECMS to properly archive contract records as directed by the task order COR. 

iii) The Contractor shall ensure that information provided to EPA via email can be read by 

Agency email systems "as is", without requiring additional third-party software, unless 

directed otherwise through written technical direction by the task order COR, or Contracting 

Officer 

b) Coordination with Other Performing Activities 

i) The contractor shall coordinate with NIEHS employees, other federal employees and third-

party contractor personnel performing required services in areas associated with the 

requirements of this Task Order.  Some examples of services performed by NIEHS, other 

federal and third-party contractor personnel requiring this coordination include security and 

continuity functions, application and Web development, audits, inspections, program and 

project management, delivery services, construction, and telecommunication services.  

ii) The NIEHS COR will facilitate initial contact between the contractor and other third-party 

contractors performing work for NIEHS, as necessary.  The contractor shall provide support 

services to other third-party contractors within the scope of this Task Order as required by 

NIEHS. 
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iii) The contractor shall promptly notify the COR in writing of unresolved disputes in receiving 

support from or providing support to customers or other third-party contractors.  

c)  Inspection by Government Agencies 

i) Per FAR 52.212-4 (FFP) and FAR 52.212-4 Alt I (T&M), the contractor shall provide access to, 

and cooperate with, government personnel conducting official inspections and surveys.   

17) Post-Award Administration 

a) Monitoring and milestones to be used for evaluation of Prime Contractors progress. 

b) Discuss any formal management systems to be used to monitor the Prime Contractor. 

c) Delineate the timing of periodic status reports. 

d) Include the requirements for Past Performance Evaluations to be completed at least annually and 

at the end of the task. 

18) Key Personnel 

a) The contractor shall provide Key Personnel with the necessary education, technical knowledge, 

and expertise for the successful completion of the tasks outlined herein.  The positions that 

require Key Personnel for the performance of this contract include: 

i) Program Manager 

ii) Assistant Program Manager 

iii) Application Development Manager 

b) All requests for approval of changes hereunder must be in writing, via email, and provide a 

detailed explanation of circumstances necessitating the proposed change.  Request for changes 

should be made whenever the need is identified.  Beside the resume, the request must also 

provide the following: 

i) A comparison of skills and qualifications to those set forth in the accepted resume proposed 

for substitution. 

ii) A signed employee procurement integrity agreement. 

iii) Number of hours the contractor will provide at his/her own expense to train the proposed 

replacement. 

iv) Any other information requested by the Contracting Officer to reach a decision. 

19) Transition Plan 

a) The contractor shall provide for orderly close-out of the task order at the end of the period of 

performance. 
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b) The contractor shall develop during the final option period a Task Order Transition Plan outlining 

the steps for an orderly transition to a new contract vehicle.  The Task Order Transition Plan shall 

address, at a minimum, activities in the following areas: 

i) Task Order Documentation Inventory - The contractor shall conduct a physical inventory of 

the project and team libraries for systems documents, life cycle documents, and other 

documentation (e.g., third party software).   

(1) Upon creation of the inventory, the contractor shall reconcile inventoried documentation 

with that listed in the PWS (if applicable), review the status of all products, arrange for 

the return of needed documentation and disposal of all unwanted documentation, and 

confirm the format in which documentation shall be delivered to the EPA. 

ii) Security - The contractor shall perform the necessary activities to ensure a secure transition 

to a new contract/contractor.  These activities include, but are not limited to: 

(1) Provide a list of all EPA computer accounts along with names of contractor employees 

with account access under the task order. 

(2) Document any additional security procedures needed for, or involved in, ITS-ESE 

applications, databases, etcetera, e.g., library accesses or tables. 

(3) Ensure that any EPA badges, PUC cards, and EPA equipment held by contractor staff are 

returned to EPA. 

(4) Discuss security issues with NEISEC Information Security Officer. 

(5) Determine if debriefings on Privacy Act information or other sensitive information are 

appropriate for the task order.  

iii) Project Training - A major factor in the successful transition of the task order to EPA and/or 

the designated contractor is training.  To facilitate training, the contractor shall develop a 

Training Plan identifying specific training sessions, objectives, curriculum, and the appropriate 

documentation to be provided.  Upon request from EPA, the contractor shall conduct the 

transition training sessions. 

iv) Transition Schedule - The contractor shall monitor Transition activities and schedules to 

ensure completion within the transition period.  The contractor shall identify any potential 

conflicts that impact successful transition and notify the task order COR when conflicts are 

identified. 

c) Deliverables: 
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i) A draft transition plan will be provided to the EPA for review and comment thirty (30) days 

after the EPA issues the close out notification.   

ii) The EPA will provide written feedback to the contractor within thirty (30) days of receipt of 

the draft transition plan.   

iii) The final transition plan will be provided to the EPA within thirty (30) days of the EPA providing 

the contractor written feedback to the draft transition report. 


